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Chapter 1: Introduction

The Real Estate Assessment Center (REAC) is a U.S. Department of Housing and Urban
Development (HUD) national management center created to centralize and standardize the way
HUD monitors and evaluates the physical condition and financial assessment of HUD
properties. HUD properties include over 3,000 Public Housing Agencies (PHA) and over 30,000
Federal Housing Administration (FHA) multifamily insured, direct loan, HUD-held, and Section 8
project-based subsidized properties.

REAC developed the Resident Satisfaction Assessment Subsystem (RASS) to monitor the
condition of HUD projects based on the Resident Service and Satisfaction Survey.

Objectives

The purpose of RASS is to measure the level of resident satisfaction with living conditions at
PHA developments to provide safe and decent housing for residents. RASS will also provide
REAC with a complete database to measure resident satisfaction.

RASS allows PHAs to verify their unit address information so HUD can mail the service and
satisfaction survey to residents. RASS lists all address information currently available in HUD
databases. PHAs are responsible for verifying current information, adding missing information
(such as unit numbers or separate mailing addresses), and deleting or editing incorrect
information. PHAs are also responsible for identifying what languages, other than English, are
spoken by at least 20 percent of their residents that could not otherwise complete the survey in
English. PHAs use the implementation plan to inform residents about the survey, sampling, and
PHA reporting. Users can also download promotional media and record the dates promotional
activities were implemented.

The enhanced features of RASS 3.0 allow Users to submit data for multiple PHAS, if necessary.
After REAC scores the PHA on the Resident Service and Satisfaction Survey participation, the
follow-up plan becomes available to PHA Users. The follow-up plan provides recommendations
and guidance for creating an action plan.

RASS is used by PHA personnel responsible for verifying resident unit addresses and
implementing the action plans at their PHA, and by REAC personnel responsible for assessing
and monitoring resident satisfaction. All other HUD users have read-only privileges.

RASS is a Web-based system accessible via the Internet. It is a secure system available only to
authorized users. Authorized users include those that have been issued user IDs for the system
(e.g., PHA user) as well as all HUD users. Potential users can register on line for a user ID.
Users are authorized when they receive their user IDs.

November 17, 1999 1-1



Quick Reference Guide for PHA Users
Resident Satisfaction Assessment Subsystem (RASS) Release 3.0 INTRODUCTION

This page is intentionally left blank.

November 17, 1999 1-2



Quick Reference Guide for PHA Users
Resident Satisfaction Assessment Subsystem (RASS) Release 3.0 GETTING STARTED

Chapter 2: Getting Started

Software and Hardware Requirements

Using RASS requires computer resources and an Internet browser. The optimum software and
hardware resources are recommended for efficiency, although users can operate with the
minimum required resources.

Optimum Hardware Resources

Processor: Pentium 100
RAM: 16 MB

Modem: 28.8 kb

Video card: 256k
Download file size: 5.8 MB
Installed file size: 10 MB

Optimum Software Resources

Windows 95
Netscape* 4.5 or HTML-compliant browser application

NOTE: Users can download Netscape* 4.5 or higher (32-bit) from the Internet. The
procedures to download Netscape* can be found at
http://home.netscape.com/download.

Minimum Hardware Resources

Processor: 486

RAM: 8 MB

Modem: 14.4 kb

Video card: 256k
Download file size: 5.5 MB
Installed file size: 10 MB

Minimum Software Resources
Windows 3.1
Netscape* 3.5 or HTML-compliant browser application

*CopyrightO Netscape Communications Corporation. All rights reserved. Protected by the copyright laws of the
United States and international treaties.
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Internet Basics

The Internet is a worldwide system of computer networks facilitating access to information and
people. Using the Internet to access and use RASS requires a direct Internet connection and a
computer with a high-speed modem and Netscape 3.5 or an HTML-compliant browser
application. A browser allows access to web pages on the World Wide Web (WWW or the
Web). The Web is a universally-accepted standard for sharing information in the Internet. The
Web consists of information organized into pages stored in computers physically located
throughout the world.

Web Page

The web page is a document or application with a unique address on the Web, including links to
other pages. The Yahoo!* main page is shown below as an example.

title bar

control icons

Yahool - Naeti capa

Edt ew Go Convirscami Halp ) _
- v 4 i . I | =k o 11 y

) O 3 i T R R A o O T B T 1 e !

[ kT Folementes b Lesien ) fvn:ymhoo.com) =] T3 hes Belnind

—@hﬂmf, @—@_ URL(location
kel Pumesn

menu bar

tool bar

srerpHm: o identifier)
Yahool Nail PARE YO R -DEOMAIN FREE Backstage
free email for life BRSSP 7ol Af The Oscars
—
| Sesich| advanced search link
Yahoo! Pager - buddy lists, instent mes=aging, email notification, stock alerts
Shepng - Yellow Pages - Feeole Seareh - Wags - Travel Agent - Classifieds - Prraonals - e - Chat
Email - Calendar - Pager - Iy Tahool - Todsy's Mews - Bparts - Westher - TV - Stock Onates - more &
Arts & Humanities  News & Media (TR
= Mlicropef raaedy o
¢ Recreation & Sports s ceteoent

Companies, Foaees, Toba Spers. Trasel, Autas, Ouidoces = Discars: the winsers
Computers & Internet ~ Reference il __——statusindicator

Education Regional i sl =
== |Documan:Dana — I T TN Lol 1T Y 43

*CopyrightO Yahoo! Inc. All rights reserved. Protected by the copyright laws of the United States and international
treaties.

Title Bar

The title bar at the top of the page displays the title of the document or application of the Web
page that is active or currently displayed. When more than one window is open, the title bar of
the active window is bold; the other open title bars appear faded.
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Control Icons

In the right corner of the title bar, there are three control icons. With a mouse click, the Minimize

[=] icon reduces or minimizes the window to the bottom of the page. To enlarge the window
back to full size, click on the appropriately titled box at the bottom of the page. The

Minimize/Maximize icon reduces the window to a smaller size, allowing the user to view
other open windows or the desktop. To enlarge the window back to full size, click on L= again.

The last control icon is the Close icon. Clicking on this control icon closes the browser
application (and the document or application open within the browser) and returns the user to
the desktop.

Menu Bar
The menu bar provides drop-down menus for browser functions. By placing the cursor over a

menu item and clicking on it with a left mouse button, the drop-down menu appears. Highlight
the appropriate menu function with the cursor to make a selection.

Edit “iew Go Qummunicatur Helg
(It »
Open Fage... Ctrl+0

Save As. Cirl+5

San e ErRrTE A

Send Page..
Edit Page
EditEratme
HelnadiEile..

Offline »

Fage Setup...
Frint Presiew
Close Cirl+iy
Exit Ctrl+Q

Available menu functions are text items in bold. Menu functions that are not available appear
faded and cannot be activated.

Tool Bar

The tool bar consists of buttons representing browser functions.

<« = 4 S a < & @
Back Forgard Beload Home Search  MNetscape Frint Security =iz a]

Available functions are buttons with bold text and graphics. A tool bar button appears faded if
the function is not available.
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Location Identifier

The unique location of the Web document or application is called the Uniform Resource Locator
(URL). The URL is used to find a particular Web page among all the computers on the Internet.
Enter the desired URL in the Location field and press the Enter key.

NOTE: The field is labeled “Location” for an Internet site. It is labeled “Netsite” for an intranet
(internal/within the organization) site.

Status

The Netscape browser indicates the status of the action being performed. If the browser is
performing an action (for example, searching a database for information): the Netscape lss logo

to the right of the URL address appears to have comets flying across it, the Stop sign L= | on
the tool bar is bold and red, and the status indicator line at the bottom of the page (next to the
lock ) describes the status (for example, “Connect . . . Waiting for reply”). Upon completion
of the action, the logo returns to its static state, the Stop tool appears faded, and the status
indicator line reads “Document: Done.”

NOTE: The lock indicates whether the Web page is secure or not. Some Web pages can be
secured or blocked from other Internet users if the page contains sensitive information,
such as financial or housing information. If the lock is closed, the page is secure. If
the lock is open, it is not a secure Web page.

Links

A link provides a method to move quickly from the current page to another Web page. Links are
typically underlined, although they do not have to be. Click on a particular link, and it moves the
user to that particular page. Once the link is accessed, it typically changes color to indicate the
user has already accessed it once before.

Bookmarks

The Bookmarks function is a browser tool that provides the user with quick access to a Web
page. Once a Web page’s title and location is marked as a bookmark in the browser, the user
does not have to remember and type in the URL or go through a series of links to access that

page.

| 2 Bookmarks & Location:ihﬁp;;;hudweb_hud_ggv -lﬁl'What'sRelateﬂ

To bookmark the currently displayed Web page, click on Bookmarks to the left of the Location
field for the drop-down options. Click on the Add Bookmark option to mark the page. The Web
page location is added.

NOTE: The browser in this example is Netscape. Display may vary according to the browser.
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ﬂt T Bookmarks Add Bookmark
File Bookmark »
Edit Bookmarks...

4 Personal Toolbar Folder »

[ Search »

[ Business and Finance

5 Computers and Internet

[ Directories

[ Entertainment and Lifestdes
& MNetscape Netcenter

4 Mews and Sports

4 Shopping and Classifieds
4 Trawvel and Leisure

[ What's MNew and Coal

- ¥ v ¥

* ¥ ¥ w

[ Personal Bookmarks »
& U S Deparment of Ho.. Development-Home Fage
& REAC Financial Assessment

& Beal Estate Azsessment Center

& BEAL Physical Assessment

4 Pacific Edge - Project Office Express

4 Besident Assessment - Lagin

All bookmark(s) appear in list form under the Bookmarks option. Clicking on a bookmark in that
list takes the user directly to that page.

REAC Customer Service Center Information

Users can contact the REAC Customer Service Center with any questions or problems. The
REAC Customer Service Center can be contacted by sending an email message through the
link on the RASS website. Please try to be as detailed as possible (e.g., identify screen, error,
and action attempted). You can also contact the REAC Customer Service Center by telephone
Monday through Friday 8 a.m. to 8 p.m., Eastern Time.

REAC Customer Service Center email link at the bottom of the RASS page

www.hud.gov/reac/rearessur.html

REAC Customer Service Center toll-free phone number

1-888-245-4860
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Chapter 3: Registering for a System ID

Because the Resident Assessment Subsystem (RASS) is a secure, Web-based system that
contains sensitive financial and housing information, security registration for a system ID is
required. An Internet user can access RASS only after registering, being assigned system
rights, and receiving a system ID.

Further restrictions apply regarding system access for PHAs. A user must be assigned to a
PHA before the system will allow data entry and submission.

There are two types of Internet RASS users: Coordinators and Users. The Coordinator serves
as the PHA's representative to perform system administration functions, such as controlling
system access. The User submits data via RASS.

The Coordinator controls which Users have access to prepare, review, or submit data on behalf
of the PHA. A Coordinator is also responsible for forwarding all information to the PHA that is
received electronically from HUD.

A User also registers to do business on behalf of the PHA. The User, however, cannot control
access to the system or assign rights. A User depends on the Coordinator for the necessary
access to prepare, review, or submit data.

NOTE: In this guide, the term “user” is a generic term for individuals following the instructions
for using RASS.

Coordinator and User Registration

All Coordinators and Users must submit a completed registration application to REAC to obtain
a system ID for Internet access to RASS. Required registration information includes name and
social security number, the PHA’s name and PHA code, email address, desired password, and
mother’'s maiden name. The registration form is available online from the RASS Web page.

Coordinator

Each PHA must designate a Coordinator, typically an employee, to act as their representative in
providing RASS access to system Users. The Coordinator is then responsible for retrieving a
User’s system ID, establishing the User’s role in the system, and assigning the User to the PHA
for submission purposes.

NOTE: There can be no more than two Coordinators per PHA. It is recommended that each
PHA designate two Coordinators to ensure backup for system administration needs.

A Coordinator can also serve as a User for the PHA. Therefore, if an individual will represent
the PHA in system control (Coordinator) and will also submit data (User), the individual should
register as a Coordinator.
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User

A RASS User can be an employee of the PHA or a third party, such as a management agent,
authorized by the PHA to submit data for the PHA.

Unlike a Coordinator, registered Users cannot control system access or User maintenance
functions. The User is dependent on the Coordinator for system access as well as updating
User information (e.g., email address).

REAC Resident Satisfaction Assessment Web Page

To register for a system ID and access RASS, Coordinators and Users must go the REAC
Resident Satisfaction Assessment Web page. In addition to RASS links, this page presents
information about the latest online documentation for using RASS, links to other HUDweb
pages, and other pertinent information. The What's New section of the page provides important
announcements and information updates. The Resident Satisfaction Assessment
Subsystem (RASS) box contains links to apply for a system ID, to log in to RASS, this Quick
Reference Guide, and information about security of personal data. The Visit the REAC
Product Pages box contains links to other related pages.

NOTE: The contents of this page is updated and changed on a regular basis.
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WWhat's HNew

For PHAS with FYEs of September 30, 1999:

The deadline for wverification of unit addresses needed
to conduct the Resident Assessment Survey in PHA's
hawving a Fizcal Year End (FYE) of September 30,
1999 has been extended to June 4, 1999

For PHAsS with FYEs of December 31, 1999:

* Training session for PHA staff via satellite
broadcast June 17, 1999
24 pm. EST

* Redgistration for space to view satellite
broadcast session

PHA= having other fizcal vear cyvcles can apply nowve
far their User ID and Password but showld not begin
unit address verification urtil notified. PHAS with
F%E=s of December 31 can start on or sbout July 2|
1999,

Instructions for submitting unit addresses:

= “ou must have a RASE User ID and
Paszsword to access the system and submit
addresszes. If vou need a RASE User ID and
Password, click on "Apply for dser ID and
Pazsword". Allow tweo wesks to receive
wour Password via the LS Mail.

& |f you already have a RASS User ID and
Pas=word, click on "Log in to RASS" to begin
werifying andfor submitting addresses.

= For help, click on "2uick References SGuids"

PHA Resident Survey Pilot Test Results

Read the text of the Public Housing Assessment
System Ruls

= Subpart E, Resident Service and Satistfaction

* Read more about the Residert Service and
Satisfaction Survey

The survey is available in both English
and Spanish.

= Englizh “Wersion
®* Spanish “Wersion

Para wer la Encuesta de Servicio v Satisfaccidn del
Reszidente en espariol oprima agui.

Fregquently Asked Questions
= Cuestions Freqguently Asked by PHA Staff

® Questions Freqguently Asked by PHA
Residents

Multifamily Tenant Survey

REAC iz currently dewveloping a survey instrument and
process for messuring tenant satisfaction with
housing conditions in FHA . = multifamily projects.
Loggregate results of the survey will be used as a
management tool by HUD, project owwners and their
agents. During REAC. = survey development process,
modifications to the existing Public Housing Resident
Service and Satisfaction Survey will be made based
on input from multifamily tenant groups | incdustry
representstives, and a thorough legiskative analysis.
Then, a pilot survey will be conducted in a
representative sample of multifamily projects before
taking the process nationwide .

home page - local offices - library - about hud

site guide - search - complaints - comments

REAC Resident SatisfTaction Assessment

Resident Satisfaction
Assessment Subsystem
{RASS)

= Apphrfor User ID and
Password

* Loqginto RASS

= Quick Reference
Guide

= Information about
Security of Personal
Data

Wisit the REAC Product
Pages

= Financial
Assessment

= Physical Inspection

= Single Famihy
Appraisals

= PHAS Advisory
Scores

Return to REAC Home Page

ey

*Assassments Today for Bener Housing Tomorraw”
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The Resident Satisfaction Assessment Subsystem (RASS) box provides two essential links
for RASS Users and Coordinators. The Apply for User ID and Password link provides access to
the Coordinator and User Registration page, where Users and Coordinators must apply for
their system ID to access RASS. The Log In to RASS link provides access to HUD’s Secure

Systems page, which contains links to systems as well as system administration functions.

NOTE: The Log In to RASS link is only functional for registered Users and Coordinators with

authorized system IDs.

To register for a system ID:

1. From your desktop, double-click on the Internet browser (e.g., Netscape*). The Internet

main page displays. The Yahoo!" main page is shown here as an example.

i Yahoo! - Netgcape

Eile Edit Miew Go

Commumiceior  Help

o

- ¥ 4 4 » W S

Back “uwarl  Agload Home Ezmmch  Melscapa P

T

Secunby Rl

© wf Bookmarns & Laesion |bip | o wohoo.com,!

< | & what's Beleted

®-0- YAHOO!

Wnzrebes Chesi Bl

Yahoo! Mail Threw oul ey Lerlal Backstage
free email for life The 1999 WonaiserRics§ "r‘ At The Osears
| Search | advanced zearch

Yahoo! Pager - buddy lizts, instant meszaging, email notification, stock alerts

chopping - Yellow Pages - Peeple Search - Mags - Travel Soent - Clasefieds - Persenals - Sanes - Chal
Emgil - Calendar - Pager - Wy Tahool - Today's Wewrs - Sporte - Weather - TW - Stock Cuetes - mode

Arts & Humanities
Literaare, Photegraphs...

Business & Economy

Mews & Media
Full Ceverage, Mesmpapers, TWV...

Recreation & Sports

In the News:
» K erana smnbees loom

» Micrsaoft ready be
discugs cptlemment

Compames, Fmancs, Tobs. . Sports, Travsl, Aos, Cutdoors, - Cycary e wioers
s Collepr hoops -
Computers & Internet Reference tomrney coverase
Internet, WOROW, Sedhware, Garres.. Librarses, Dicbenaries, Ciotatione . T
1 1 Marketplace
Education Regional A R e ; =
EW \Dooumert Cone Tk MR R E] o

*CopyrightO Netscape Communications Corporation. All rights reserved. Protected by the copyright laws of the

United States and international treaties.

+Copyright(') Yahoo! Inc. All rights reserved. Protected by the copyright laws of the United States and international

treaties.

2. Place the cursor in the Location field under the toolbar.

Back Fomvard Reload Harne Search  Metscape Frint

- Y a4 44 = il = 4 o

SECUNty Eta

«§ Bookmarks & Location: fwww hud. gov/reac/rearessur him|
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3. Enter the following URL address: www.hud.gov/reac/rearessur.html in the Location field.
The REAC Resident Satisfaction Assessment home page displays. Use the scroll bar to

view the entire page.

NOTE: The contents of this page is changed and updated on a regular basis, therefore, its
appearance may vary as well.

home page - local offices - library - about hud
site guide - search - complaints - comments

-y

HOMES AND COMMUNITIES,

REAC Resident Satisfaction Assessment

“Hssessments Today for Bener Housing Tomerrow”

What's New

For PHAs with FYE=s of September 30, 1999:

The deadline for werification of unit addres=es needed LR T R
1o conduct the Resident Sssessment Survey in PHA's Assessment S"'hswtem
having & Fisoal Year End (FYE) of Septermber 30, (RASS)
1999 has been extended to Juns 4, 1993,
= Apphy for User ID and

For PHAs with FYEs of December 31, 1999: Password
* Loginto RASS
* Training session for PHA staff via sateliie * Quick Reference
broadcast June 17, 1933 Guide

24 p.m EST ) ) Information about
* Registration for space to view satellite Security of Personal
broadeast session

Data
PHA=E having other fizcal year cycles can apply now
for their User ID and Password but should not begin
unit address verification until notified. PHAS with
1F;‘EIIEQS of December 3 can start on or about July 2, Visit the REAC Product
’ Pages
Instructions for submitting unit addresses:
* Financial
®* Yoy must have a RASS User ID and Assessment
Paszsword to access the system and submit * Physical Inspection
addresses. If vou need a RASS User ID and * Single Famnihy
Password, click on "apply for User ID and Appraisals
Fazzword”. Allowy two weeks to receive * PHAS Advisory
your Password via the LS Mail. Scores

If wou already have a RASS User ID and

Password, click on "Log into RASS" ta begin

wetifying andfor submitting addresses

® For help, click on "Quick Reference Guide" Return to REAC Home Page

PHA Resident Survey Pilot Test Results

Read the texd of the Public Housing Assessment
System Rule

* Subpart B, Resident Service and Satisfaction

® Read mare about the Resident Service and
Satistaction Survey

The survey is available in both English
and Spanish.

® Englizh YYersion
® Spanish Yersion

Para ver la Encuesta de Servicio v Satizfaccion del
Residente en espafiol oprima agui.

Frequently Asked Questions
® Guestions Frequently Asked by PHA Staff

® Cuestions Freguently Asked by PHA
Residents

Multifamily Tenant Survey

REAC iz currently developing & survey instrument and
process for measuring tenant satisfaction with
hiousing conditions in FHA. = multifamily projects.
Agoregate results of the survey will be used as &
mansgement tool by HUD, project oweners and their
agents. During REAC. 5 survey development process,
modifications to the existing Public Howsing Residert
Service and Satisfaction Sureey will be made based
on input from multifamily tenart groups, industey
representatives, and a thorough legislstive analysis.
Then, a pilot survey will be conducted ina
representative sample of muttifamily projects before
taking the process nationwide.

November 17, 1999

3-5



Quick Reference Guide for PHA Users

Resident Satisfaction Assessment Subsystem (RASS) Release 3.0 REGISTERING FOR A SYSTEM ID
4. Onthe REAC Resident Satisfaction , ) .
Resident Satisfaction
Assessment home page, scroll down to the Gocain i
Resident Satisfaction Assessment Subsystem Subsystem (RASS)
(RASS) box.
+ Apply for User ID
5. Click on the Apply for User ID and Password link . %S
Log in to RASS
to apply for a system ID from HUD. The PHA + Quick Reference
User Registration page displays. Guide
g Pag Py {Updated 9/10/99)
+ |Information about
Security of
Personal Data

PHA User Registration

To appby Eor & Uger 0. fill curt the: o bedowe, and click Send Apeldcafion when sou are theongh Upos venficstion of the
irsftrmnation heloar 2o 10 wil be aesipned 2od mailed ro the Ezscitive Cirector of youe Hooeng Authosre. The pasesvord wil oot
be dsclozed, so make sure Fou remember it

And remember

awinpt Mfimase of Rederal baftvmadion ar thls Web site giils apder ffae prowlsions of Ttz 18, Dhoted Sredes ok, smerfon 1070 This faw
eiBe e [N e Srneas A ALIHCH A rnels cime el ok, chan e OF e e oo o DA R BT on ren el Ag ok Frdeeal Compntens

Application Type: BEIETETE User

First Mames [
Middle Indtial: [

Last Name: [

Sechl Security Numbers | [ [

Ohrgandzation Information

+ Provide the nane of e Public Howsing Autbory vou sepresent
= Promde the Humber of the Pubbe Housmg Suthoriby you cepresent

Organization Navae: |
Urganrmtion 10:
Provide your e-mrail address.

* Include your e-mail user name, the [@ agn and [seracename.c omledaorginstiete | For exampls: jrmith@anl com,
jobmdoeizade. org, hidbEdaimprodigy.com

E-mail I
Address

Choose a Password
* Yo wil enter Four passwornd gach ime you use this service. Towr passwond showld be 6 characiers m length amd sh:ru]ri be
cumpnst-l af letiers en-l mhers I;Im tmpl.t Toradi ¥y, Do not use pun-:h.:aﬂm o ‘i|:tl:|al u:ha:a.cttls fpctart

vAll bie recorded EXACTLY a8 you tipe it =0 make a note {f Tites 0 e ard lowet

Paszword: ]_"

R pnter Password for ‘i.?-'l.ntl.nl:i

Meother's Malden Dare,

+ Please provide thiz infoevnstion for fiaure werificaion when processtp paeswond reest requests

hfothers Miaiden Hame: |

Send Application | Clear Fisld= |
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6. Registration requires users to provide their full names and complete the entire application
form. Use the Tab key on the keyboard to move to the next field.

FIELD NAME

EXPLANATION

Application Type

Click on either the Coordinator or User radio button.

First Name Tab and enter your first name.

Middle Initial Tab and enter your middle initial. Do not type a period after the initial.

Last Name Tab and enter your last name.

Social Security Enter your social security number. Enter the first three digits, tab, enter the
Number next two digits, and tab to enter the last four digits.

Organization
Name

Tab and enter the name of the PHA.

Organization ID

Tab and enter the PHA code designated by HUD.

Email Address

Tab and enter the user’'s email address. Because this is a Web-based
system, the complete email address must be entered for communication
purposes. If the email address is incorrect, REAC cannot contact the
applicant.

Password

Tab and enter a password of six characters. For Internet access to RASS,
the password must be typed exactly as entered on this registration
application. The password is case-sensitive. Tab once and re-enter the
password to confirm it.

Mother’s Maiden
Name

Tab and enter the user’'s mother’'s maiden name. This field must be

completed for verification purposes.

7. Check to ensure the information in each field is correct. To correct a single entry, double-
click in the field and enter the correct information. To clear all the fields, click on the

| clear Fields

I button and re-enter all the information.

8. Click on the |__Send Aupiication | button to send the application to REAC. If the application

is entered correctly and completely, a confirmation page displays.

November 17, 1999
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10.

PHA Coordinator Registration

PHA COORDINATOR REGISTRATION CONFIRMATION:

First Name: JOHN

Middle Initial: T

Last Name: SMITH

Social Security Number: 123-45-4444

Organization Name: COLUMBUS METRO HA
Orogeization ID: OHOO1

F-meail Address: jsmith@pha.gov

Mathers Maiden Name: JONES

You are registering as a PHA Participant Coordinator for the PHA COLUMEBUS METROPOLITAN HOUSING
AUTHORITY - OHOOL.

Pleasze confirm the followmg address for COLUMBUS METROPOLITAN HOUSING AUTHORITY:

960 EAST FIFTH AVE.
COLUMBUS OH 43201

Your requested Coordinator ID or activation code number will be mailed to the above address associated with the property
ownet, PHA or other HUD program participant you seek to represent as a coordinator. You will need to obtan your
ID/code number from the program participant's CEO or Executive Director at thiz address. If vou do not recognize this as
a current, complete or correct address associated with the HUD program participant you seek to represent, please cancel
thiz application and have the program participant contact the appropriate HUD field office representative to obtam a
clarification or correction of the address. If you do not know the HUD field office contact for this program participant,
communicate your address concern to the REAC Customer Service Center, wia the below e-mail chck box at

REAC _CSC. Please provide your name and daytime phone number.

Caonfirm £ Subrnit | Cancel Application |

Comments or Questions <REAC CSC@bud gove

NOTE: If the application is missing any information, a message displays identifying the

missing information. Click on the B8 button to return to the application form
page. Correct or complete the missing information and send the application.

Review all the information for accuracy, especially the application type, PHA, and mailing
address.

NOTE: The mailing address appears only for Coordinators (not Users). Do not proceed
with the application if this mailing address is inaccurate or you will not receive your
system ID.

If the information is accurate, click on the Confirm/Submit button to submit the application to
HUD. A message displays acknowledging acceptance of the registration application for
further processing. If the information is not accurate, click the button to
cancel.
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PHA Coordinator Registration

Adessage: STANDARD USER REGISTRATION ACCEPTED FOR FURTHER PROCESSING

SUCCESS

First Name: JOHN

Adfiddle faiticl: T

Last Mame: SMITH

Sacial Security Mumber: 123-d5-dddd

Organization Name: COLUMEUS METRO HA
Crganization [0 OHO01

E-maid Address: jsmithi@pha.gov

Adathars Maiden Names: JONES

Home][Prewious

Comments or Queshons =REAC CECEELD govs=

After Registration

Coordinator and User registration applications are processed nightly. The PHA information is
verified and a system ID is generated.

For Coordinators, HUD sends the PHA Executive Director a letter, confirming the applicant as
the PHA’s Coordinator and providing the Coordinator’s system ID. The PHA Executive Director
should receive the letter from HUD within 2 weeks. A Coordinator is authorized when they
receive their system ID from the PHA Executive Director.

For Users, the User must notify the Coordinator that they have registered for a system ID.
Within 24 hours, the Coordinator can retrieve the User’s ID from the system and assign

necessary role(s) and PHA(s) to the User. A User can enter RASS after they receive their
system ID from the Coordinator.
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Chapter 4. Accessing RASS

To access RASS, a user must log in with their system ID. The letters in the system ID must be
entered as capital letters. The password must be entered exactly as the user requested it on
the registration application. For example, a password entered in lowercase letters on the
registration must always be entered in lowercase letters to successfully log in to RASS.

Authorized users log in to RASS from the RASS home page. Users can bookmark the REAC
Resident Satisfaction Assessment home page for quick access. However, because RASS is

a secure system, the system ID and password must be entered each time the system is
entered.

To log in to RASS:

1. From your desktop, double-click on your Internet browser (e.g., Netscape*). The initial page
displays. The Yahoo!" main page is shown as an example.

- %ahoot - N atsCape

Fle Edt Yiew S0 Communicaor Help

I T . W S RO R S . S
Back Stiradl  Feload Homa Seerch  MNekcapa Prirt Swcurity =i -

._t' Bockmans & Locafan: ]th Awessymhon cam)

—©-0 YAHOO! 00—

W ey Ghesh Emed

=] o wibmt's Belaied

Yahao! Mail Throw o 1h.. it & Bafl.s*iag
free email for life Ad The Oscars

| Searehl| advanced search

Yahoo! Pager - buddy hsts, instant messaging, emal nothification, stock alerts

Shopping - ¥ollow Pagas - People Search - Maps - Teavel Agect - Classdieds - Personals - Games - Chat
Ernal - Calendar - Pager - by Taho] - Today's Bess - Bports - Weather - TV - Steck Cuotes - more. L
Arts & Humanities MNews & WMedia SR HEA
Litersture, Fhetography. Full Coverage, Hewspapers, TV * Bagawa stidoes loom
. . < Microest seady oo
Business & Economy Recreation & Sports chis crees setlemer
Comparoes, Finanee, Jabg. Sports, Travel, Autos, Outdaors., « Qlagars the wimers
« Cellage hacpa -
Computers & Internet Reference ey e
Intarwet, WRCE, Software, Gamee..  Litesies, Dictcoarios, Cuolaione. .. e
= Hamartphce
Education Regional i s il =
EFE= [Bacurnent Dana ) CH _’In'\-" B oA

*CopyrightO Netscape Communications Corporation.
United States and international treaties.

+Copyright(') Yahoo! Inc. All rights reserved. Protected by the copyright laws of the United States and international
treaties.

All rights reserved. Protected by the copyright laws of the

2. Double-click in the Location field under the toolbar to highlight the current URL.

NOTE: Highlighting the URL allows users to overwrite it with the desired URL. Or users
can also use the Backspace or Delete key to delete the current URL.
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<« ® 3 X a & gl

Back Fomward Reload Home Search  Metscape Print Security S.tup

f Bookmarks £ Lacation: fwww hud gov/reac/rearessur hirnl -|

3. Enter the following URL address: www.hud.gov/reac/rearessur.html in the location field.
The REAC Resident Satisfaction Assessment home page displays. Use the scroll bar to

view the entire page.

home page - local offices - library - about hud
site guide - search - complaints - comments

m

REAC Resident Satisfaction Assessment

*dssessments Today for Better Howstng Tomorow”

What's New
For PHAs with FYEs of September 30, 1999:

The deadiine for verification of unit addresses needed FERIEa RTD
to conduct the Resident Assessment Survey in PHA's Assessment S"'hswem
having & Fiscal Year End (FvE) of September 30, {RASS)
1999 has been extended to June 4, 1399,
* Apphy for User 1D and

For PHA= with FYEs of December 31, 1999: Password
® Loginto RBASS
® Training session for PHA staff via satellite * Quick Reference
broadcast June 17, 13933 Guide
2-4 p.am. EST * Information about

* Registration for space to view satellite
broadcast session

Security of Personal
Data

PHAS having other fiscal year cycles can apply now
for their User ID and Pazsword but should not begin
unit address verification until notified. PHA S with
F%¥E= of December 31 can start on or sbout July 2,

Taoa. Visit the REAC Product

Pages

Instructions for submitting unit addresses:
= Financial

® You must have a RASS User ID and Assessment
Paszswvword to access the system and submit = Physical Inspection
addresses. If you need a RASS User ID and = Single Famihy
Passyvord, click on "Apply for User ID and Appraisals
Pazsword". Allow tvo weeks to receive -

: ! PHAS Advisory
your Passwword wia the .S Mail. Scores

If ywou already have a RASS User ID and

Passyvord, click on "Log in to RASS" to begin

werifying andfor submitting addresses

® For help, click on "Quick Reference Guide” Return to REAC Home Page

PHA Resident Survey Pilot Test Results

Read the text of the Public Housing Assessment
System Rule

* Subpart E, Resident Service and Satisfaction

* Read more about the Resident Service and
Satisfaction Survey

The survey is available in both English
and Spanish.

* English Yersion
® Spanizh “Yersion

Para ver la Encuesta de Servicio v Satizfaccion del
Reszidente en espafiol oprima agui.

Frequently Asked Questions

* Questions Freguently &sked by PHES Staff
& Questions Frequently Asked by PHA
Besiderts

Multifamily Tenant Survey

REAC is currently developing s survey instrument and
process for measuring tenant satisfaction with
housing condtions in FHA. = multifamily projects.
Aggregate results of the survey will be used as a
management tool by HUD, project ovwwners and their
agents. During REAC. = survey development process,
modifications to the existing Public Housing Resident
Service and Satizfaction Survey will be made based
on input from multifamily tenant groups, industry
represerntatives, and a thorough legislstive analysis.
Then, a pilat survey will be conducted ina
represerntative sample of muttifamily projects before
taking the process nationwide.
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4. Onthe REAC Resident Satisfaction Assessment page, scroll

down to the Resident Satisfaction Assessment Subsystem fe [Tt Sanfacten

Assessment
(RASS,) box. Subsystem (RASS)
5. Click on the Log in to RASS link. The Username and Password + Apply for User ID
Required window displays. an Eassvidrd

* Log in to RASS
+ Quick Beference
Guide
{Updated 9/10/99)
+ Information about

Security of

Personal Data

6. Enter your system ID in the User Name field. =
The system ID is case-sensitive; remember Usemame and Password Required ]
to use capital letters when entering the
system ID. Do not enter your name in the
User Name field.

Enter username for Enterprise Server at www2 hud.gow:

User Name: |M11111

7. Using the Tab key on the keyboard, move to

the Password field. Enter your password. Password: [~
The password is also case-sensitive; enter
the password exactly as you requested it on oA I Cance!

the registration application.

8. Click on the oK button. The Secure Systems main page displays.
. Seenre Systems <o
Tl
and Usban D chopme Systems

& Tenant Fental A ssistance Certification System (TEACE)

Finaneial & ssesement Subaystem (FAZD
Fed Estate Management Syvstem (REME)
FPortfolio Be-engineering (PRe)

Mtk to Market (W20

Resident Assessment Subsystem (FAST

System Administralion - Guide

User Group Maintenatce

Uzer ID Maintenatce

Business Pattners hlaintenance

PHA fgsi ent Maintenance

Agsistance Contract A ssi ent laintenance
Password Chatige

&

=% Py

n — g Py
Housing ? f? Q e Back ta TO!:I
HUDweh Sand hizil Help Search Home
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ACCESSING RASS

9. Under the Systems heading, click on the underlined Resident Assessment Subsystem

(RASS) link to access RASS. The PHA Selection page displays.

RESIDENT ASSESSMENT - PHA SELECTION

ARE AUTHORIZED TO REPRESENT:

PLEASE SELECT ONE PHA TQ REPRESENT FROM THE LIST OF PHAs YOU

OHDD1 COLUMBUS METROF‘OLITAN HOUSING AUTHORITY

CAD3S  HOUSING AUTHORITY OF THE CITY OF SAN BUENAVENTURA J GO |

PHA Selection 0 Additional Help

[REAC Home Pane]

Comments or Questions: Click here for the REAC customer senvice cenfer,

10. Users can view, edit, submit data for only one PHA at a time. Click on the right drop-down
arrow to view a list of PHAs assigned to the User. Click on a PHA to select it.

11. Click on the button. The Resident Assessment — PHA Main page displays.

RESIDENT ASSESSMENT - PHA MAIN

HA ANNISTON ALO04 RASS MAIN SCREEN

General Information
Backeround
IMedia Packet
Unit Address and Language Information
Implementation Plan and Follow-up Plan
survey Summary Results and Recommendations

Media Packet
Poster

Update Unit Address Information
Umnit Address Information Complete 08/12/1999

Plans, Summaries, and Recommendations

Implementation Plan Complete 10/12/1999
Follow-up Plan Incomplete
Survey

View Current Survey

Main Additional Help

[RASE Home Page)
Cormeants or Questions: Click here for the REAC customer senice cehter
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Exiting RASS

Users can exit and return to RASS at any time. There is no need to certify your work before
exiting the system, only use the Certify button when you are ready to submit your
information to HUD. Because RASS is a secure system containing sensitive public housing
information, users should exit RASS when leaving the computer.

To exit RASS:
1. Save any changes on each page using the appropriate Save buttons.

2. Click on the [ control icon in the top right corner of the screen. The RASS application
closes and the desktop displays.
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Chapter 5: System Administration

As the Coordinator you perform system administration functions to provide a User with access
to RASS and to assign the User rights to their PHA. First, you must establish yourself as a
Coordinator in the system. Once established as a Coordinator in the system, you can then
retrieve system IDs for registered Users of the PHA(S) you represent. You can assign rights to
Users to submit data for your PHA.

Secure Systems

Seenre-Systems. -«

= HUDweb

U, Irept. of Housing

and Urban Development Agy'ste

*!

ﬁI*

Tenant Bental & esistance Certification Swystem (TRACH

Finaticial & szesament Subayatem (FAZD
Eeal Estate Management System (REME)

Fortfolio Re-engineering (PRe)
Ilatk to Ilatlet (T2
Resident Assessment Subsystem (FASS

System Administration - Guiae

User Group Maintenance

User [D Maintenatce

Business Partners Maintenance

PH& Asgsi ent hlaintenance

Aasistance Contract A ssigrment Wlaintenance

FPassword Change

AN

n = Lo
Housing ??? Q HUBTReh  Book to ToII
. C i
HUDweh Send hail Help Search Home

The Secure Systems main page contains two sections: Systems and System Administration.

The Systems section provides underlined links to HUD's secure systems. The list of underlined
system links varies based on your rights.

The Systems Administration section allows you to control system access and update User
information (e.g., email address).

NOTE: In this guide, “user” is a generic term which includes both Users and Coordinators.
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Establishing a Coordinator

The first step in establishing yourself as a Coordinator begins when you receive your system ID
from the PHA Executive Director. You can use your system ID and the password submitted in
your registration application to log in and set up system rights.

User ID Maintenance

After you log in and reach the Secure Systems page, you should perform system
administration functions in the following order for the system to recognize you as a Coordinator
for RASS.

To establish yourself as a Coordinator in the system:

1. Onthe Secure Systems main page, click on the User ID Maintenance link. The User ID
Maintenance page displays.

U8, Dhept. of Homsing
and Urban Development User ID IMlllll
Secure Systems O Maintain User Information

Menu & Maintain User Profile
" Eetrieve User IDs

Submit |

System Administration

User ID Maintenance

|
I

PN

. g [y L
Housing 2 i)? Q HUDweb  pocg g To,:l
HUDweh Sand il Help Search Hame

2. Enter your system ID. Remember to capitalize all letters in the system ID.

3. Click on the Maintain User Profile radio button.

4. Click on the button. The Maintain User Profile page displays.

NOTE: This page is for Coordinators only. Once established as a Coordinator, you can
use other system administration functions to retrieve system IDs for Users, assign
system roles to Users, and assign Users to PHAs to allow them to submit data
through RASS.
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Maintain User Profile

Group(s) - None Defined

Submit I

[Iam MWem] [Uszer Group Mamtenance] [User Mamtenance]

System Add WM11111 to: Remove M11111 from:
I RASS IV Action(s)
Resident  [Certify PHA Followeup Plan Data -] [~ |
Satisfaction | Certify PHA Implementation Plan Data
Assesement |Certify Validated PHA Unit Address Diata
el e {Coordinatar
: Create/Save/lpdate PHA Implementation Pl =] =l

5. Click in the checkbox to the left of RASS to indicate the system(s) desired.

6. Click in the first checkbox to the left of Action(s) to add an action for that system.

7. Click on “Coordinator” from the list of actions to highlight it. Use the scroll bar, if necessary.

8. Click on the button. An Update Results page displays to confirm your update, which
allows you to act as the Coordinator for that system for PHA(S) you represent.

Update Results

[Eewew Jeer 111117

[Gecure Svstems Menu] [User Mamntenance]

All updates have heen successfully completed.

NOTE: To remove a Coordinator action for a system, click on the Review User link. The
Maintain User Profile page displays again. “Coordinator” is now also in the
Remove column, indicating that the Coordinator is now established as a
Coordinator for RASS. To remove the action, click on the checkbox in the last
column, highlight “Coordinator,” and click on Submit. The Update Results page
displays again, confirming Coordinator rights are removed for that system. To
return to the Secure Systems page, click on the Secure Systems Menu link.
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9. Click on the Secure Systems Menu link to return to the Secure Systems page, or click on
the X1 control icon to exit the system.

US, Drept. of Housing

and Urban Development S:VSIE

Seenre-Systems =~

HUDweh

N
I

!*

Tenant Rental & ssistance Cestification Syatem (TRACE)
Financial A sseasment Subsystem (FASS)

Real Estate M anagement System (REMS)

Portfolic Re-engineering (PRe)

Matk to MMarket (W21

Resident A ssessment Subsystem (RATT)

System A dministyation - cuide

® [Uzer Group Maintenatice

® [Uger [D Maintenatice

® Business Pattners Maintenance

» PHA A ssi ent IWaintenance

* Assistance Contract & ssi ent Ilaintenance
-

Password Change

E ; f"

: =7 4 AN
Housing ??? Q HU el Backto Tol I
HUDwel Help £

Search Hame

Establishing a User

After a User has registered with HUD and notified you (the Coordinator) of their registration, you
can retrieve the User’s system ID. You also assign the User access rights to RASS and to the
PHA'’s data. Finally, you provide the User with their system ID.

NOTE: Registration applications are processed nightly, so allow at least 24 hours between
User registration and Coordinator retrieval of the system ID.

User ID Maintenance

As the PHAs Coordinator, you are responsible for controlling access to the system and the
PHA's projects. You should verify a User is authorized to do business for the PHA prior to
allowing the User access to RASS and the PHA's properties. The first step in assigning the User
system rights is to retrieve the User’s system ID.

To retrieve a User’s system ID:

1. Onthe Secure Systems main page, click on the User ID Maintenance link. The User ID
Maintenance page displays.
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US. Irept. of Honsing
amd Urban Development

*!

Secure Systems
Menu

System Administration
User ID Maintenance

User ID I

" Maintain Tser Information
" MWaintain User Profile
& Retrieve User IDs

Subrmit |

E g Py
Housing ??? HUTSTweh
HUDweh Send Mail Help Search Home

2N

1 I
Back to Top|

2. Click on the Retrieve User IDs radio button.

3. Click on the button. The Retrieve User IDs page displays.

US. Drept. of Homsing
and Urboan Development

*I

Secure Systems
Menu

Home

User Maintenance

Retrieve User IDs

Last Name I

First Name I
Date Hange* From I_fl_fl—
To [

Submit |

4 2\

1 I
E=ck to Top,

*Date range apples to the date on which the user ID was created or last updated.

4. Enter the User’s last name in the Last Name field.

5. Enter the User's first name in the First Name field.

NOTE:

If entering a date range, use the 2-digit month, 2-digit day, and 4-digit year format.
Tab from one field to the next field. The date fields can be used, for example, if you
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have several Users that registered in the same week and you want to retrieve all of
their system IDs at once.

6. Clickon . The User List page for the PHA displays, including the PHA'’s tax ID, the
participant ID, and a list of all Users for the PHA for the specified date range. Refer to the
User ID column.

User List for: MAIN STREET REALTY

Tax ID: 999999999
Participant ID: 2

Last Wame First Iame User ID Status Last Updated
DOE JANE 199999 Active 11/18/1998
“MITH JOHN WTTIT Active 11/18/1998

[Wlait Ilenn] [TTaer Croup Maititenance] [Taer Ilaintenatice] [Rettiewe Taer [Tia]

7. Click on the User Maintenance link. The User ID Maintenance page displays.

[lal]
-l

US, Irept. of Honsing
and Urban Development User ID IMEI 0CcTD

System Administration

User ID Maintenance

Secure Systems O Maintain User Information
Menu

& Maintain User Profile
" Eetrieve User IDs

Submit |

E = 4 a AN
Housing 9 :)? Q HU e Back to TDI I
HUDwel Help -

Send hail Search Home

Next, you must assign a role to the User, allowing the User to perform the appropriate function
in the system. There are two roles for PHA Users: PHA Submitter and/or PHA Certifier.

Role Description
PHA Submitter | PHA User who will be submitting draft data to REAC
PHA Certifier Individual associated with the PHA that will certify
data for REAC
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To assign an access role to a User:
1. Onthe User ID Maintenance page, enter the User’s system ID in the User ID field.

2. Select the Maintain User Information radio button.

3. Clickon . The Maintain User Information page displays.

Maintain User Information

Uszer ID: MIOCTD

First Name: JOHN

Middle Initial: T

Last Name: JONES

e-Mail Address:

Organization User Status User Type Coordinator
ID: 306 Aetmee Business Partner Yes

TIN: 042524166

M Assign Role(s) I Delete Roles(s)

- PHA Ceifier RASS - REAC RASS Coordinators .i'.j
8SS . PHA Submitter ]

RASS - Guest

RASS5 - REAC RASS Coordinators

RASS - REAC RASS Manager

RASE - REAC RASS Statistivians

RASS - REAC RASS Thind party Contractors

[ - =
Update |

Dliiy Blernn] [(Teer Gronp hfaivteriarce] [eer hlairderarie

NOTE: The system ID is confirmed at the top of the page. The majority of the fields
presented on the page, however, come from registration information, including
name, e-mail address, and PHA organization name and number. The default is
“Active,” which is appropriate for a new or current user. “Terminated” inactivates
the system ID, restricting access to Secure Systems. For example, if a User will be
on extended leave, their ID should be terminated until their return.

4. To assign a role, click on the checkbox next to Assign Role(s).

5. Click on the role to select it from the list. To select multiple roles, hold down the Ctrl key and
click on the roles.

6. Click onthe button. The Update Results page displays, confirming the role update
was successful.
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Update Results

All updates have heen successfully completed.

[Eewew User BODCTD]

[Secure Systems Menu] [User Mammtenance]

NOTE: To review the current role, click on the Review User link. The Maintain User
Information page displays again. The role now displays in the right column under
Delete Role(s) to allow you to delete the currently assigned role if necessary.
When deleting a role, remember to first check the checkbox next to Delete Role(s).

7. Click on the Main Menu link. The Secure Systems page displays.

. |||||1| . Seenre Systems -
(I

US, [rept. of Housing

und Urban Development ;S:VSIEM

Tenant Rental & ssistance Certification System (TRACE)
Financial A ssessment Subsystem (FASD

-
-
» Real Bstate MManagement System (REMS)
* Portfolio Re-engineeting (FRe)
-
-

Mlark to Wlarket (2N
Resident A ssessment Subsystem (FADE)

System Administration - cuide

User Group Maintenance
Uszer ID Maintenatice

L ]
L]
» Business Parthers Maintenance
* PHA Agsignment IMaintenatice
L]
L ]

Assistance Contract & ssignment Waintenance
Password Change

E = / \

= —R PNy
Housing ??? Q HU el Back to TOLI
HUDweh Send il Help Search Home

PHA Assignment Maintenance

In addition to a system role, the User must also be assigned to the PHA. As the Coordinator,
you can only assign Users to PHAs you represent. For PHAs, the User needs to contact the
Coordinator for those PHAs.
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To assign a PHA to a User:

1. From the Secure Systems page, click on the PHA Assignment Maintenance link. The PHA
Assignment Maintenance page displays.

Ml

Ml T C—

U.S. Drept. of Housing
and Urban Development User IMlllll
Secure Systems
Menu & Assign PHA " View or Unassign PHA

System Administration

For Assignment, provide one of the following:

PHATD [

or State ([IENERE

C PHAID

If selected criterion 1z State, sort the results by
& Name

Yiewy Selection

Vg

i = PN
Housing i ?‘?9 Q HUDmah 1 I
HUDweh ‘H:!'; 9 by Back to Top

Send Mail Search Home

2. Enter the User’s system ID in the User field.
3. Click on the Assign PHA radio button.

4. Enter the PHA ID in the PHA ID field or click on the right drop-down arrow to select a state in
the State field. Click on a state from the list to select it.

5. To select the sort criteria, click on either the PHA ID or Name radio button.

6. Click onthe button. The Assign PHA For User page displays.
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Assign PHA For User M11111

Roles FHAs

PHA Certifier (FCR

FHA Submitter (FSE) ]

REAC System Coordinatar (RCO) =] 21 Albertville
Altoona Ho

Bear Creek Housing Authority

AL1268  Brundidge Housing Authority

ALOB2 CROSSVILLE HOUSING AUHTORITY

AL122  Childersburg Housing Authority

ALOVO0  City of Union Springs Housing Authority

ALOB3  Collinsville Housing Authority =]

Update I

[Iain Menu] [System Mantenance] [Uzer Maintenance] [PHA Maintenance]

7. Select the appropriate User Role from the list by clicking on the selection to highlight it.

8. Select the appropriate PHA from the list by clicking on the selection to highlight it. Hold the
Ctrl key down and click to select multiple PHAs.

9. Click on the button. The Update Results page displays.

Update Results

All updates have heen completed successfully.

[Gemire Systems Memm] [PHA Mantenance]

10. Click on the PHA Maintenance link to return to the PHA Assignment Maintenance page.
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U5, Drept. of Housing
and Urban Development

Secure Systems
Menu

System Administration
PHA Assignment Maintenance

User IMllllJ_

 Assion PHA % View or Unassign PHA

For Assignment, provide one of the following:

PHADD [

or State I j
o B i C PHAID
If selected criterion iz State, sort the results by
* Name
View Selection

faa]

E =" € S A
Housing ??? HUBeh  Bockto TD,DI
HUDweh Send hil Help Search Home

To view a User’s current PHA assignments:

1. From the PHA Assignment Maintenance page, enter the User’s ID in the User field.

2. Click on the View or Unassign PHA radio button.

3. Click on the __ViewSelection | phytton. The Unassign PHA page displays.

PHAID
M ARO16
I~ ARD1G
I~ ARDZ0
™ OK1z20

Unassign PHA For User M11111

PHA Name Role Code
CAWDEN HOTSTNG AUTHORITY EHEE
CAMDEN HOUSING AUTHORITY EZB
Housing Authority of the City of hena 5B
Housing Authority of the City of Yale ECO

Subrmit |

[Main Meny] [Svstem Maintenance] [User Mantenance] [PHA Mantenance]

4. Click on the PHA Maintenance link to assign additional PHAS; or click the User Maintenance

link to assign roles or update User information; or the Main Menu link to return to the Secure

Systems page.
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flall Seenre-Systems -—«—-
IlIII I HUDweb

US. Dept. of Honsing

und Urban Development Sj’ﬂﬂm

*I

& Tenant Bental &ssistance Certification Swystem (TRATE)
Financial &szeszment Subsyetem (FAZD
Feal Estate Managzement System (REMS)

L
L]
& Portfolio Re-engineering (PRe)
-
-

datk to D arket (2T
Besident & szesament Subsystem (FAST

System Administrafion - cuide
Uzer Group Maintenatce

-
& Uzer ID Maintenance

® Business Parthers Maintenance
-

L]

-

PHA Aszsignment Maintenance
Agsigtance Contract A ssignment MMaintenatce

Password Change

., N

=W

. — Lo
Housing ??? Q nufet Back to TDIpI
HUDweb Sand Mail Help Search Home

To delete a User’s rights to a PHA:

1. From the PHA Assignment Maintenance page, enter the User’s system ID in the User
field.

System Administration

R

’ IIlII II PHA Assignment Maintenance

U8, Drept. of Housing
and Urban Development TUser IMlllll
Secure Systems
Menu © Assign PHA % View or Unassign PHA

For Assignment, provide one of the following:

PHAID
or State I j
~
If selected criterion is State, sort the results by REL-ID
* Name

Yiew Selection

P

. " S
Housing ‘_P?? Q HUDTwels  goc ) gg T.:-LI
HUDweh Send hail Help Search Hame
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2. Click on the View or Unassign PHA radio button.

3. Click on the __ViewSelecion | hytton. The Unassign PHA page displays, listing the PHASs
correctly assigned to the User.

Unassign PHA For User M11111

PHATD PHA Name Role Code
VM AR016  CAMDEN HOUSING AUTHORITY PCR
M AR016  CAMDEN HOUSING AUTHORITY PSE
M AR0Z0  Housing Authority of the City of Mena PEB
M K120 Housing Authority of the City of Yale ECO

Submit |

[Ifam Menu] [System Mamtenance] [User IMamtenance] [PHA Maintenance]

4. Click on the checkbox to select the PHA to unassign.

5. Click on the button. The Update Results page displays.

Update Results

1 unassign has compleied successfully.

[Semive Svstems Merm] [PHA Mamnmtenance]

6. Click on the Secure Systems Menu link to return to the Secure Systems main page, or click
on the [l control icon to exit the system.
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i Seenre-Systems o

US. Dept, of Housing

and Urban Development va.stems

*!

® Tenant Rental Assistance Certification System (TRACH)
® Financial & ssessment Subsystem (FASE
® Real Estate hanagement System (RERE)
® Portfolio Re-ensineeting (FRe)
-
-

Ilatk to hatket (W2TWD)
Resident & ssessment Subsystem (FLADS)

System A dministration - cuide

* Tser Group Maintenance
User ID Maintenance

Business Partners Maintenance
FHA & ssi; ent M aintenance
Aasistance Contract A ssignment Maintenance

Password Change

. =R San
Housing ??? Q HUDlet Bzckto Tolpl
HUDweb Send WMail Help Search Home

N

Final Step in User Set-up

After retrieving the User’s system ID, assigning the User the appropriate role and PHA(S), you

can now provide them their User ID to access the system.

Password Change

On the Secure Systems page, under System Administration, the Password Change option

allows Users and Coordinators to change their own passwords.
NOTE: Unlike system IDs, User passwords are not accessible to Coordinators.

To change the password:

1. From the Secure Systems page, click on the Password Change link. The Change

Password page displays.

November 17, 1999
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Lz

-

Change Password

Flease enter a new Password

User ID M11111

Old Password: I*HHH

EEEREREREX]
New Password:

Retype New Password: I*****H| Login |

Notice to internet users: T our password change request may not take effect for up to 15
miutes.

{BACK

2. Enter the old password and tab to the next field.
3. Enter the new password and tab to the next field.

4. Retype the new password.

5. Click on the button. The old password is changed to the new password and the
Secure Systems page displays.

I
Il

U8, Dept. of Housing

und Urban Development LS??HEM

HUDweb

qll I Seenre Systems =«

*!

Tenant Rental & ssistance Certification System (TRATS)
Finatcial & ssessment Subsystem (FASS)

Real Estate Management System (REMZ)

Portfolio Re-engineering (FRe)

Ilatk to Iatket (TWZIW)

Eesident A szesament Subgystem (FASD

System Administyalion - cuide

User Group Maintenance

Uset ID Maintenance

Business Partners hlaintenance

PHA Assi ent I sintenance

Aasigtance Contract Assi ent Maintenatce

Password Change

fid A~

. ='W N
Housing ??? Q - TOLI
HUDweh Sand Mail Help Search Home
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NOTE: The password change is not instantaneous; it may take up to 15 minutes to
implement on the server.

Business Partners Maintenance

The Business Partner Maintenance feature allows Coordinators to represent additional
business partners (i.e., PHAS). You only register once. If you need to represent additional
PHAs as their Coordinator, you must request a new business partner relationship for each
additional PHA. Once the new relationship is activated in the system, you can act as the
Coordinator for the additional PHA.

Establishing Additional PHA Relationships

Remember, Coordinators are determined by the PHA. The first step in establishing a new
business partner relationship (in addition to the PHA under which you are registered) is to make
a request to be the Coordinator for the new PHA in the system.

To request a new business relationship:

1. From the Secure Systems page, click on the Business Partners Maintenance link. The
Business Partners Maintenance page displays.

||||||| System Administration
™

Business Partners Maintenance

U5, Dept. of Housing
and Urban Development

User ID [MB0001
Secure Systems ..
Menu « Request New / Delete Existing

Relationships
© Activate Relationships
© Deactivate Relationships

Submit |

Zn Pl

1 I
g5 Eac:k to Top|
Home

2. Enter your system ID in the User ID field.

3. Select the Request New/Delete Existing Relationships radio button.

4. Click on the button. The Delete/Request Relationships page displays. The
“Original Relationship” identifies the PHA you registered under. The box immediately below
displays additional PHASs you represent (if any).
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Delete Relationships For User M80001

Original Relationship: 411295075 - LaCrosse Propetties
{Crganization)

35193598596 - PFISTER & COMPANY, INC. (T =
OHOBE - MORGAN METROPOLITAN HOUSING AUTHORITY ()

=
Delete |

Request Relationships For User M80001

Tax ID / 88N /PHA ID Business Partner Type
|1112223333 |F'arti|:ipant (Organization) =

L¢|

| 1114445555 Participant (Individual)

| !F'artiu:ipant (Organization)

lF'artiu:ipant (Organization)

|F'arti|:ipant (Drganization)

|F'arti|:ipant (Drganization)

lF'artiu:ipant (Drganization)

|F'arti|:ipant (Organization)

Lol L] Lef L) e ef L L

|
|
|
| [Participant (Organization)
|
|
|

|F'arti|:ipant (Drganization)

Add

[Ilaity hlen] [Teer Group Ilaintenance] [[Tser Maintenance] [Business Partners Maintenatce]

Scroll down to the Request Relationships section. Click in the first column, and enter the

PHA ID for the PHA.

In the Business Partner Type column, click on the right drop-down arrow to view a list of

options. Click on “PHA” to select it.
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Tax ID / 558N /PHA ID Business Partner Type

[paoso PHA =]

Farticipant (Qrganization)
! Participant {Individual

7. Click on the button at the bottom of the page. A Confirmation page displays.

Request Relationships For User M80001

Confirmation
Add Participant Info Confirm
Paldoa0
NORTHUMBEELAWND COUNTY HOUSING ATUTH. r
S0 MAHOMING STEEET

MILTON PA 17547-1021

Subrmit | Cancel |

[Ilait Ienu] [Teer Croup Maintenance] [Uzer Maintenance] [Business Pattners haintenance]

NOTE: The system automatically checks the PHA ID against the HUD database. A
message displays if the information is not valid. If the information is not correct,

click the cancel button to return to the previous page and re-enter the correct
information.

8. Click on the Confirm checkbox to confirm you are requesting to be displayed as the PHA’s
Coordinator.

Add Participant Info Confirm
PADGO
NOETHUMEBERELAND COUNTY HOUSING ATTTH. I
50 MAHOMING STREET

MRILTON PA 17847-1021

Subirmit Cancel

9. Click on the button to submit the request.

10. Click on the Main Menu link to return to the Secure Systems page, or click the [xI control
icon to exit the system.
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sms!stm:z-v

R
i

U8, Dept. of Housing

und Urban Development ASEVSIE'HIS

*!

Tenant Fental & ssistance Certification System (TRATE)

Finanecisl & ssesement Subsystem (FASE
Real Estate M anagement Syrstem (FREMS)
Portfolio Re-engineering (PRe)

Mlark to M arket (TIZMD

Begident & szessment Subaystem (FASE

System Administration - Guide

User Group Maintenatice
Uzer ID Maintenance

Busitiess Partners Maintenance

PHA A ssi et Il aintenance

Aasistance Contract A ssignment Maintenance
Pagsword Change

Search Home

— K
Housin = 2 PO
I[lJ“Dvlpegh ?Hzl'? Q HUDlwoh Back to To,:
M . I

O\

Activating an Additional PHA Relationship

After requesting an additional PHA relationship, HUD sends the PHA’s Executive Director a
letter, to verify you as the PHA’s Coordinator and provide the Executive Director with your
activation key. A Coordinator is authorized when they receive their activation key from the
Executive Director. The Coordinator then needs to activate the relationship with this “new” PHA

in the system.

To activate a new PHA relationship:

1. On the Business Partners Maintenance page, click on the Activate Relationships radio

button. The Activate Relationships page displays.

November 17, 1999

5-19



Quick Reference Guide for PHA Users
Resident Satisfaction Assessment Subsystem (RASS) Release 3.0 SYSTEM ADMINISTRATION

Activate Relationships For User M80001

Select thoese you wish to activale TaxID /FHA ID Activation Key
DHOEE - MORSARN METROPOLITAR HOUS! S !CIHD 56 !}{X 17 3|
| |
| |
| |
| l |
=EERR
| | |
S
I |
l |
! |
| |
= I |

Mlain Mem] [Tser Gronp Mantenance] [Tser Mantenance] [Business Partners Maintenance]

2. Inthe left column, click on the PHA to select it. Use the scroll bar if necessary. Then click
on the L2222 1 button. The PHA ID au ically displays in the middle column. Note: To
button.

deselect an organization, click on the

3. In the right column, enter the Activation Key and click on the button. The Activation
Results page displays. If the relationship was not activated, return to the previous page
and correct the errors.

Activation Results For User M80001

The following relationships were activated successfully:
NiA

The following relationships were not activaied due o exrors:
Fatticipant IT: 15000000 Activation Eey: 250123

Main Merm] [System Mantenance] [[Tser Mantenance] [Business Partners Mantenance

4. Click on the Main Menu link to return to the Secure Systems main page.
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*{

||'||| | Seenre-Systems =

il

U5, Dept. of Housing

and Urban Development S_’ysfems

Deleting a PHA

Finanecial & ssessment Subsystem (FADD
Eeal Estate Manazement Sxatem (FELLT

Portfolio Re-engineering (PRe)
Dlark to Market (W2ZND

Eesident & ssessment Subsystem (FAEE

System A dministration - cuide

User Group Maintenance
User ID Maintenance

Bugiriess Fattners Maintenance
PHA Aesi ent Ml aintenance
A ssistance Contract Sssi ent aintenance

Password Change

. —+ Lo
Housing ? ?? Q HUDlwals
HLUDweh Sand Mail Help Search Home

Tenant Rental & ssistance Certification System (TRACS)

PN

1 I
Back to Top|

Relationship

If you, or the backup Coordinator, no longer serve as the Coordinator for a PHA, the relationship
with that PHA must be deleted. Remember the system allows a PHA a maximum of two

Coordinators.

To delete a Coordinator relationship with a PHA:

1. Onthe Business Partners Maintenance page, enter the Coordinator’'s system ID in the

User ID field.

4. Select the Request New/Delete Existing Relationships radio button.

5. Click on the button. The Delete/Request Relationships page displays.

Delete Relationships For User M80001

Original Relationship: 411295075 - LaCrosse Properties
{Orgamzation)

OHOBE - MORGAN METROPOLITAN HOUSING AUTHORITY ()

=

Delete I
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6. Inthe Delete Relationships section, click on the PHA to select it. Use the scroll bar, if
necessary. Use the Ctrl key to select more than one option.

7. Click on the button to delete the Coordinator relationship with the PHA. The Update
Results page displays confirming your deletions.

Update Results

All updates have been successfully completed.

[Fewew User MEOODDL]

[Becure Syatems Mlenu] [Business Parthers Maintenance]

8. Click on the Secure Systems Menu link to return to the Secure Systems page, or click on
the [%] control icon to exit the system.

N Seenre Systems =«

II||{ )

US, Drept. of Housing

and Urban Development szfﬂems

iﬁ

® Tenant Fental & ssistance Certification System (TRACT)
® Financial Assessment Subsystem (FAZS)
* Feal Estate Management System (REME)
® Portfiolio Re-engineering (FFe)
-
L]

Ilark to Market (W2
EResident & ssesament Subsystem (FADT)

System Administration - cuide

® ITser Group Maintenance

® [zt ID Waintenance

* Busihess Partners IWaintenance
-

-

-

FHA Azai ent Maintenance
A amistance Contract A ssisnment Maintenance

Fassword Change

6d ~

. =" Lo
Housin: T T I
I[lJ“[h:v gl ??? Q HUHweh Backto To,:\
el Send Wail Help Search Home
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